
            Now that you are comfortable 
with your mouse and keyboard and are 
pretty familiar with what a word     
processing program looks like, a little 
of what it does, and how to get in and 
out of it, it’s time for more “Basics”.  
            Open your web browser 
(Internet Explorer or Netscape Naviga-
tor) and log on to the Microsoft Word 
Tutorial by entering the URL “http://
www.baycongroup.com/word.
htm” (without the quotation marks).   
            A handy feature I forgot to 
mention last month is “Bookmarks”   
or “Favorites” to save a web site. This 
makes it much easier to get back into. 
So look on your tool bar and click on 
either “Bookmarks” or “Favorites”, 
then click on add and Microsoft  
Word Tutorial will appear in the left 
hand column.  Whenever you want to 
come back to your tutorial just click on 
“Bookmarks” or “Favorites” again and 
Microsoft Word Tutorial will still be in 
the left hand column. Click on it and 
you will go right to the tutorial. (To get 
rid of the left hand column and get the 
whole screen back just click on 
“Bookmarks” or “Favorites” again and 
it will disappear.) 
            Let’s get started with our      
lesson now! 
 
• To get to Lesson Three:            

Microsoft Word Basic Features, 
and Lesson Four: More Basic 

Features you will need to use the 
“scroll bar”.  It’s on the far right 
side of your screen and at the bot-
tom of the gray column there is a 
small black arrow. Click on it a few 
times and the text moves up and 
displays the rest of the page.  

• Again let’s print out the lessons so 
they are easier to work with.  

• Click on Lesson Three: Microsoft 
Word Basic Features to open the 
lesson.  

• Put your mouse arrow on “File” in 
the upper left corner of the screen 
and drag down to “Print,” when it 
is highlighted, let up on the mouse      
button. A dialog box will appear on 
your screen.  Find the “OK” and 
click on it. Use your time wisely 
and read through the lesson while it 
is printing.   

• At the top of the screen just below 
“File,” find “Back” and click on it 
to get back to the main page. Scroll 
down to “Lesson Four: More    
Basic Features,” click on it to 
open the lesson and print it just like 
you did for Lesson Three. 

             
      Again this month there is WAY 

more information here than you really 
need to know right now.  In Lesson 3 
forget the “Inserting Text” and 
“Overtype” (you can insert text just by 
putting the curser where you want the  
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INTERMEDIATE                 The Invisible Web 
            The invisible web is made up  
of unindexable content that search     
engines either can't or won't index. It's 
a huge part of the World Wide Web, 
and it's growing. The information      
located on the invisible web is retriev-
able in several ways: 
 
• Using “bots” software (short for 

knowledge ro"bots," also known  
as agents, spiders, crawlers) that 
search databases,  

• Webrings - A webring is a group  
of related websites that link to one    
another. Though not really a part  
of the invisible web, they are a way 
to locate web sites that might not 
be found otherwise. 

• Digital collections, which describe 
any system based on discontinuous 
data or events. Anything in digital 
format consists of the numbers 1  
and 0 or “on” or “off”. 

• Databases which are any collection 
of files or links that have their own 
search engine 

• Portals, which are websites or       
services that offer a broad array of 
resources and services 

• Gateway sites, which are usually 
subject-specific links to directories 
containing even more specific 
links.  

 
            The articles I have listed     
provide back-ground information on 
the invisible web, and contain many 
useful links to hidden information.  
 
1. Bergman, Michael K. “Deep Web:  

Surfacing Hidden Value.”  The       
Complete Planet.  July 2000.  
Bright Planet.com LLC.  9 Feb. 

2001 <http://www.completeplanet.
com/Tutorials/DeepWeb/index.
asp>   

            This article provides an interest-
ing study of the nature of the invisible 
web and explains why it is invisible to 
conventional search engines, even the 
metacrawlers, and illustrates the 
amount of information available. But 
some of the information is preliminary 
and it blatantly promotes it’s new 
product LexiBot.   

 
2.   Benjamin, Kay. Discovering The        

Invisible Web. September 29, 2000. 
South Central Regional Library 
Council. 9 Feb. 2001 <http://
lakenet.org/net_ref/manuals/
invisible.html> 

            Take note of the “Current 
Awareness Services” and “Biblio-
graphy” sections located at the end of 
this article, they provide excellent   
content.  

  
3.   Searching the Invisible Web. 4 

April 2000. Kent State University. 
9 Feb. 2001 <http://www.library.
kent.edu/internet/invisible_web/> 

            Lists of invisible web links and 
a good, encompassing “Bibliography/
Additional Readings” section make 
this article worth your time. 

 
4.   Benjamin, Kay. Invisible Web. 16 

Dec. 2000. State University of New 
York College at Oneonta. 9 Feb. 
2001. <http://www.oneonta.edu/
~libweb/search/invisible.html> 

             
            Lots of links!    
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At the core of 
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debate is 
personally 

identifiable       
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what it is and 

who has access 
to it. 

ADVANCED                Linking:  A Necessary, Nasty Verb 

            “Linking is the sine qua non 
of the Internet's most popular infor-
mation access tool, the World Wide 
Web, and there are millions of links 
in place today. Links allow quick   
access to information that otherwise 
could take days or even years to  
find. Linking also permits the user   
to determine how deeply to explore   
a particular topic….  [T]he operator 
of a web-page will desire her page   
to be the destination of as many  
links  as possible: More links means 
more hits, and more hits means wider 
dissemination of whatever informa-
tion the page is designed 
to get across.” 6 
            But “Linking” has 
become a four-letter word 
lately. There are several 
problems related to linking: 
1. A grouping of links that make   

up a derivative work. 
2. Passing off when a work of 

someone else is passed off as 
one's own  

3. Defamation could occur. For    
example: “This man killed my 
cat, stole my invention, and 
threatened to destroy the        
Internet. The statement itself  
does not identify the party. The 
link itself (assuming it actually 
linked to someone) provides the 
context that turns the statement 
into defamation.” 7 

4. Trademark infringement 
 
            Linking is a topic you should 
read up on if you have a web site or 
are planning one. Here are some    
articles that discuss the subject. 
 
 

Tysver, Daniel A. “Linking and      
Liability.” BitLaw: A Resource 
on Technology Law. 2000.  
Beck & Tysver, P.L.L.C. 9 Feb 
2001 <http://www.bitlaw.com/
internet/linking.html> 

             This article defines the   
problem listed above and discusses 
some of the associated legal        
problems.   
 
Kennedy, Shirley Duglin. “Linking 

Policies for Public Web Sites: 
In Our Increasingly Litigious  
Society, They Are Now          
Essential.” 1 Feb 2001. Law   
Library  Resource Exchange, 
LLC. 9 Feb. 2001 <http://www.
llrx.com/featu1res/
internetwaves.htm> 

             The author builds a good 
case for including a linking policy on 
your web site, cites specific litiga-
tion, gives examples of good linking 
policies, and includes links for fur-
ther discussion of the topic. MUST 
READING!      
 
Kaplan, Carl S. “Cyber Law Journal: 

Is Linking Illegal?” Technology   
Cybertimes. 16 June 2000. The 
New York Times Company. 28 
Feb 2002. <http://www.nytimes.
com/library/tech/00/06/cyber/
cyberlaw/16law.html> Free   
registration required. 

            Log onto any good search       
engine (Google is my favorite) enter 
“disclaimer” and look at some of the 
“big name” sites to find some good    
examples of how other sites are         
protecting themselves from the legal 
and ethical problems associated with 
linking.  

http://www.bitlaw.com/internet/linking.html
http://www.llrx.com/features/internetwaves.htm
http://www.nytimes.com/library/tech/00/06/cyber/cyberlaw/16law.html
Stark Law Library
"Given the potential liability issues, lawyers are advising website operators to seek permission before linking. "Where you do link to an external site, make it clear that the site is owned by the third party," says Mr Warren. "This reduces the risk of being accused of passing off and distances you from anything potentially problematic on the sites you link to." And if you want to restrict linking to your own site, say so in your terms and conditions, Ms Barnett suggests. "While the enforceability of website terms and conditions has never been tested in the courts, it says to the world: 'If you do this, we are going to be annoyed.' "From "INSIDE TRACK LAW & BUSINESS: Reasons to think before you link" By Richard PoynderFT.com site on Jun 24, 2002 VAS&ND Post posted by G. Price on Monday, June 24, 2002Updated 26 June 2002
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text to start and type away!!). “Bold, 
Underline and Italicize are fun, but just 
pick one method and learn it well!  
Some people are “mousers” and use  
either the icon or menu method and 
some are typists and prefer the key 
method.  
             In Lesson 4 all you really need 
to know is “Cut and Paste”, “Copy and 
Paste,” and “Spell Check.” Working 
with fonts is fun and if you have time - 
go for it!  Save your work from lesson 
three, but don’t exit the word process-
ing program. Click on “File” and drag 
to “Close” and then click on “File” and 
drag to “Open a new document” 
             The hard part is over. Now let’s 
have some fun! Type the Preamble to 
the Constitution, remember... “We the 
People of the United States, in Order to 
form… .” Be sure to save it and give it 
the title “Preamble.” If you thought 
that was ancient history, now I want 

you to return to your first American 
Literature class and think 
about “The Lord of the 
Flies” - we all had to read it -
you know, good vs. evil, Piggy, 
the beasties, the fire that almost       
consumed their island and of course the 
hunts.  Now rewrite the Preamble as the 
children on the island might have using 
the skills you have learned this month 
(delete, copy and paste, insert, etc.). If 
you can’t remember the plot, use the 
Internet and go to http://www.gerenser.
com/lotf/. If you are too young to      
remember “The Lord of the Flies,” use 
Harry Potter’s Slytherins!   
             When you are finished, high-
light “Save As” instead of “Save” and 
give it a new name to keep both docu-
ments, we will be using them next 
month.   

GOOD LUCK!! 
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1 & 2 Barker, Joe. “ Evaluating Web Pages: Questions to Ask & Strategies for  
Getting the Answers.” Finding Information on the Internet: A Tutorial.  
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